COA Procedures Manual

Professional Services Division
August 4, 2008

Overview of this Report

This agenda item presents the Committee’s current Procedures Manual, adopted in July 2000,
and begins the discussion of updating the manual to better reflect the revised accreditation
system and current Committee operations.

Staff Recommendation

This is an information item. Staff has begun identifying possible changes and edits to the
Procedures Manual. After COA discussion, comments from the members about proposed
changes and additional suggestions for possible changes would be incorporated into the draft
Procedures Manual and brought back to the Committee for further discussion and consideration.

Background to this Report

The Committee on Accreditation has developed a Procedures Manual to govern its activities.
The Manual was last revised in June 2000. Since this last revision, the Commission’s
accreditation system has undergone significant revision. While many parts of the current
Procedures Manual accurately reflect how the COA operates, many aspects of the new system
and the changed role of the COA are not reflected in the current Procedures Manual.

The Commission staff has reviewed the current Procedures Manual with the following in mind:

1) The Commission’s Current Policy Manual — The existing procedures manual was
modeled in large measure after the Commission’s policy manual. Where appropriate,
exact language was used in both the Commission’s Policy Manual and the COA’s
Procedures Manual. The Commission adopted a new policy manual in December
2007. In proposing the changes included in this item, staff reviewed the existing
Procedures Manual against the Commission’s new Policy Manual and attempted to
align them as closely as possible, where appropriate.

2) Bagley-Keene Open Meeting Act — Upon staff review it was determined that the
Committee’s existing Procedures Manual did not appropriately reflect the provisions
of the Bagley Keen Open Meeting Act. Although the Committee has always operated
consistent with the Act, the Commission staff is suggesting numerous changes to the
Procedures Manual to ensure the document is also in alignment with the provisions of
the Act.

3) The Commission’s revised Accreditation Framework. Since the Commission has
made significant revisions in policies with respect to the Committee on Accreditation,
it is necessary that certain aspects of the Procedures Manual be revisited. For
instance, the selection process and terms for the members of the Committee was
changed in 2006. The selection of Committee members is now on an annual basis
and the terms have changed to 4 year terms. These changes potentially impact the
Procedures Manual in several important places and Committee discussion is
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necessary to determine the manner in which those changes should be reflected in the
Procedures Manual and routine operations of the Committee.

4) The Activities of the 7 year Accreditation Cycle. The revised accreditation system
no longer relies solely on a site visit completed once every 6 years. The Committee
now has responsibilities related to biennial reports, program assessment, site visits,
and the evaluation of the accreditation system. These new components of the system
and the manner in which COA operates with respect to these components should be
reflected in the Procedures Manual.

Proposed Revisions

To begin the discussion, staff has provided with this agenda item a first draft of proposed
possible revisions to the Procedures Manual for discussion. The purpose of these proposed
revisions is to determine where there may be consensus within the COA on changes and
where further discussion is necessary. The purpose of the proposed revisions is to begin the
dialogue with the Committee and for staff to obtain enough information about the direction
the COA would like to pursue on matters included in the Procedures Manual. Comments by
committee members will then be incorporated into the next draft to be discussed further at a
future Committee meeting.

Major Procedural Questions to be Discussed by the COA

In the review of the current Procedures Manual, there are many issues to be discussed by the
Committee. While some are minor procedural changes, several items are so significant they
warrant identification here and are in particular need of Committee discussion. Among these
are the following:

1) Does the Committee wish to maintain the current 2 year limit on its officers, or would the
Committee like to modify or eliminate the term limits on its officers?

2) In the case that both the Co-Chairs are absent from a meeting, in what manner should a
Chair Pro-Tempore be selected?

3) What should be included in the new “Conflict of Interest/Ethics” chapter?

Staff would appreciate some discussion at the August meeting on the above questions and, if
possible, some direction be provided to allow staff to draft revised language for future
consideration.
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CHAPTER 1

PURPOSE OF THE PROCEDURES MANUAL

Section Title Page
100 | Purpose of the Procedures Manual; Limitations }
101 | How Procedures are Enacted .
102 | Duration of Procedures .
103 | Distribution and Availability of the Procedures Manual ;
104 | Process for Amendment of the Procedures Manual .
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CHAPTER 1
PURPOSE OF THE PROCEDURES MANUAL

SECTION

100

101

102

103

PURPOSE OF THE PROCEDURES MANUAL; LIMITATIONS

This Procedures Manual is intended to set forth all procedures considered internal to
conduct the meetings and business of the Committee that have been adopted by the
Framework. The Manual also includes procedures established by the Committee for
the management and operation of the work of the Committee. All procedures of the
COA are adopted within the policies approved by the Commission on Teacher
Credentialing and are enacted in accordance with the Education Code and
Administrative Procedures Act of California. (Rev.)

HOW PROCEDURES ARE ENACTED

Adoption and amendment of any procedure is accomplished by majority vote or by

meeting of the Committee provided the provisions of the Bagley-Keene Open
Meeting Act are followed appropriately.

DURATION OF PROCEDURES

A Procedure enacted by the Committee remains in full force and effect until repealed,
amended or accomplished. A procedure may be repealed by its own terms or a date
certain or upon happening of a special event.

DISTRIBUTION AND AVAILABILITY OF THE PROCEDURES MANUAL

The Committee’s adopted Procedures Manual shall be made available at all times to all

interested parties on the Commission’s website. Each new member of the Committee

shall be provided an electronic copy of the Manual or its website address prior to his or

her first official meeting. A copy shall be available to the Committee Co-Chairs and

| members upon request during Committee meetings. ,

104

PROCESSS FOR AMENDMENT TO THE PROCEDURES MANUAL

Procedures of the Committee may be enacted, amended, or repealed at any regular
public meeting of the Committee by an affirmative vote of a majority of the members
of the Committee. Majority vote is defined as a majority of members in attendance
when there is a quorum present. |

CHAPTER 2

ORGANIZATION OF THE COMMITTEE
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components of the accreditation system biennial report process, program assessment,
and site visits; as well as all the structure supporting the system such as BIR
membership and training, efficacy of the report structure, technical assistance needs,
and other similar structures. The Committee will include periodic discussions and
reports on the evaluation of the system at its reqularly scheduled meetings.
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maker of the motion may be asked to restate the motion or present the motion in
writing for the recording secretary. A member wishing to make a motion states
that “I wish to move...” or “l move...”

¢ Calling the Question

Subsidiary Motions

A main motion brought before the Committee may be “postponed
indefinitely.” This motion requires a second and a majority vote of the
members present.

Moving to Amend

If a main motion might be acceptable in a more suitable or altered form, a
proposal to change or amend the motion before the main motion is acted
on can be introduced by moving to “amend.” Amending requires a second
and passes with a majority vote of the members present. It then requires a
second majority vote on the main motion as amended.

Moving to Substitute

If a member wishes to amend the main motion by substituting a
paragraph, section, or the full main motion, they may do so by moving to
substitute. A move to substitute for a main motion is a primary
amendment and can be moved only when no other amendment is pending.
This motion requires a second and majority vote of the members present.

To Commit or Refer

If extensive time is necessary to consider a main motion, the co-chair may
commit the motion to study by sub-committee appointed by the co-chairs.

v o -2 T e e e T L T T = .

Agreement by a majority of the members in attendance is necessary.
Action by the co-chair is to “commit” or “refer.”

To Postpone

If the Committee prefers to consider a main motion later in the same
meeting or at another meeting, this can be accomplished by moving to
postpone to a specific time, or simply to postpone.

If a member of the Committee desires to close the discussion or debate on a
motion or an amendment to the pending motion so that it will come to an
immediate vote, this can be done by moving the previous question or calling the
question. This may be done on any proposed amendment, the main motion, or
the amended main motion. All such actions require a second and a two-thirds
majority vote of the members in attendance.

¢ Layonthe Table

If there is reason for the Committee to lay the main motion aside temporarily
without setting a time for resuming the discussion, but with the provision that it
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can be taken up again whenever a majority so decides, this can be proposed by the
motion to “lay on the table.” This motion requires a second and a majority vote to

take such action.
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All regular agenda items shall be presented in the following manner unless otherwise
directed by the co-chair with the concurrence of the Committee.

¢« The agenda item will be announced by the co-chair, noting whether it is an
information or action item, and the principal author will be invited to speak to the
item.

¢ The principal author will first introduce any invited guests or co-presenters to the
Committee.

e The principal author will present an overview of the agenda item, highlighting
elements of the item for Committee consideration.

¢ Any guests or co-presenters will be invited to speak next.

¢ The co-chair will then open the floor for committee member questions and
comments, calling upon staff or guests to respond as appropriate.

¢ At the end of committee member questions or comments, the co-chair will call
members of the public who have filed comment forms to the table for their
remarks.

e« The co-chair will close the public comment period and open the floor to
committee members for additional questions, comments, or motions.

Pursuant to state law, all votes of the COA must be public. Voice votes or roll call«
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| 900  AUTHORIZATION TO INCUR TRAVEL EXPENSES BY COMMITTEE MEMBERS

Expenses of Committee members involved in attendance at regular or specially called
meetings will be reimbursed in accordance with General Services Regulations and
Provisions upon submission of appropriate, signed claims. All other travel by
Committee members must be approved in advance by one of the co-chairs and the
Administrator of Accreditation to qualify for reimbursement.
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Commission.
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comply with this provision.
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SECTION

<#>REASONS FOR CONSULTING WITH
ADVISORY PANELS

The COA may appoint and consult with
advisory panels when neither the members or
staff possess sufficient expertise to resolve
certain complex issues; when members and
staff would benefit from views that are
professional, varied, and diverse; or when
constituents of the COA who will be affected
by proposed procedures will find the
procedures more appropriate if they have been
consulted when procedures are being
formulated, considered, and adopted. Such
panels are to be appointed by the
Administrator of Accreditation in consultation
with the co-chairs. The Administrator of
Accreditation is to approve any cost incurred
for such activities.

<#>PANEL COMPOSITION

Members of all panels are to reflect the
diverse constituencies of the COA and include
a balance of members with appropriate
consideration given to issues of race, ethnicity,
gender and geographic location. When a panel
is appointed to examine a particular problem
that may be technical and specialized, panel
members shall be appointed primarily for
\_technical and special expertise.
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303PUBLIC MEETINGS

All meetings of the Committee shall be open and public.
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A member of the Committee is declared absent from a Committee meeting if he or she
fails to attend at least 50 percent of each regularly scheduled meeting without
sufficient cause. Sufficient cause is to be interpreted as an illness or injury to a
Committee member or a member of his or her immediate family. An act of God



(natural, state, or national disasters), which prevents a Committee member from
attending a scheduled meeting may also be considered sufficient cause. Failure to
attend due to a conflict with other scheduled meetings, or for social or personal
reasons, will not be considered sufficient cause.
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The co-chairs will advise and consent on each COA agenda.
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Five (5) minutes or less may be allotted to each subject matter
and additional time may be granted by the presiding co-chair.
The presiding co-chair shall determine if sufficient time exists for
all comments requested to be heard for the full five minutes.
(Rev. 5/29/97)

Page 21: [98] Deleted CHickey 7/20/09 3:21 PM
602

Page 21: [98] Deleted CHickey 7/20/09 3:21 PM

Page 21: [99] Formatted CHickey 7/22/09 4:35 PM
Not Highlight

Page 21: [99] Formatted CHickey 7/22/09 4:35 PM
Not Highlight

Page 21: [100] Deleted CHickey 7/22/09 4:29 PM

at the discretion of the presiding co-chair. The placing of this item
on the agenda shall be at the discretion of the co-chair of the
Committee. The time will be limited to five (5) minutes or less for all
public comment unless the co-chair determines, based on the
adopted agenda, that more or less time for public comment is
feasible.
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before the meeting and shall present the request to the Committee.
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Anyone invited to make a presentation to the Committee on Accreditation
shall be exempt from the above procedures.
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Publicity regarding the work and activities of the COA may be printed in the
Commission's Newsletter and printed in the Newsletter of the California Council on
the Education of Teachers (CCET), California Association of Colleges for Teacher
Educators (CACTE), and State of California Association of Teacher Educators
(SCATE). Regular information may be supplied to the Commission’s web site on the
Internet including general information on the COA regarding the upcoming call for
nominations for election to the Committee. The COA may target select professional
education organizations each year and request time for a presentation (e.g., ACSA,
CSBA, etc.) and request regular time of appearances at the CCAC conferences and
CCET conferences. Where appropriate the COA may prepare press releases




regarding the COA workplan and other ""hot button' issues related to the work of the
COA, and public education and teacher education.
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